ePASS Quick Reference Guide for County Security Delegates
Deleting an Existing Worker

A worker’s access should be deleted immediately once that worker is no longer with the agency.
The delete request can be submitted up to 60 days in advance, and does not require the worker to
be set to inactive first.
e If possible, the worker record should be set to “Inactive’. This can be done via ePASS by
clicking on Worker > Maintain.

a. There could be a few issues in setting the worker to inactive. All assignments
must be closed, and the worker cannot be part of an active approval chain.

b. If the worker is no longer with the agency but still has pending approvals, you
will need to contact the help desk to let them know the worker that has the
approvals and which supervisor those approvals should go to. The approvals are
then set to the supervisor at the end of the month.

**This will be an online function in eWiSACWIS in the Jan. 2006 release

1. Click on ‘Worker’ > ‘Delete’ or the %{ button

|@ ePass - My Queue - Microsoft Internet Explorer provided by DHFS - State of Wisconsin E]
Fle Edit View Favorites Tools Help H
Q Back - [ & (0 Pseach o7 Favortes £ - & B
address | ] hitps:{fappsa4 dhfs state wi.usjuaat/sec/selectWorker. do ~| B3 6o
Links [5) Adeption [) Computers () ePass (5] Finance ) Misc [)News [2)School [3)Sports [ Statelinks () Testing [ Travel &] Charter Mal ] Google Maps
Google » v| [l search - @ @ 4w i | gh PRk AR g G - Edoptions & © snage '
eFu: (o . 83 e & o)

/> / =3 i /
N o e =L =~
Queue worker Hel

B MNew
#) Change
% Delete

My Queue - Open Work Items

Maintain
Roster

Pre-Approval

Click on “Worker’ > ‘Delete’lor
click the ‘Submit Delete Worker
Reauest’ button

€] Done @ Trusted sites

ePASS — Delete Worker 12/02/2005 1



2. Select the worker to be deleted by clicking on their name.

If the worker’s name did not

appear, their worker record was not set to inactive yet. Select ‘Active’ in the Worker Status
drop-down to see all active workers in your county. Then click the name of the worker you wish

to delete.

Danny Dane

Dane County

Queus worker Help

Last Name: | 4ll last names

eWISACWIS Delete Request - 1 workers found - Please select a worker to continue.

Cancel this request

Worker Name (ID#) 5
A

Jennifer Anderson (5033808)

_andersonjenmfar@wdam\wi s

(R0B) 788-5800
Dane - CRO

Job Class
Security Group

Sodial Worker

Inactive Daije - Ongoing - Cps & J] Staffe)

If you are unable to find the worker in this list ol
The following worker details are required for each request typas

» Mew Reqguests: Worker is active and has a valid State of Wisconsin wel
» Change Requests:Worker is active

» Delete Requests:Worker is inactive (default) or active

= Mew and Change Requests require a valid worker email address

orkers were found then please verify that the worker informption is correct in e¥iSACWIS

Use the Worker Status drop-
down to find the worker that
needs access deleted, and then
click on worker’s name
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4. Enter an effective date, and then click
access to eWiSACWIS immediately.

Saye request | This will delete the worker’s
If the deleted worker tries to log in after the request is

submitted, they will receive a ‘403 Forbidden’ error message. You cannot enter a date more than
60 days into the future.
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Bottom Lancel

~ Worker Information

Name: Jennifer Anderson (6033908)
Email: _andersan jennifer@co.danewius_
Work #: (608) 783-5800
Job Class: Social Warker
Login ID: [Unknown]
Security Group: Dane - Ongoing - Cps & Jj Staff(e)
Location: Dane - CPO
Worker Type: County
Reports Access: Yiew Only

Worker WAMS Info

Name: [Unknown] [Unknown]
Email: [Unknown]
User ID: [Unknaown]
Account#: 20040106132401529
Name: Isabella Popic (B034111)
Email: _Popicgbeo. danewius_
Work #: (08) 795-5300

1

Security Information
{ Effective Date: \

Save request | Reset | ;am:e||

Enter Effective Date or click
on the icon to open a calendar
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